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FORENRD

-r;e SEDL Regional Exchange (SEDL/RX) Project provides information
and technical assistance services to educators in six states: Arkansas,
Louisiana, Mississippi, New Mexico, Oklahoma, and Texas. It is one of
eight Regional Exchanges in the nation-wide Research and Development Ex-
change (RDx), funded by the National Institute of Education, which lists
as a major goal the dissemination of information about educational re-
search and development (R&D). To assist in accomplishing this goal, the
‘EDL/RX staff designed and sponsored the Communications: A Tool for
School Improvement conference in Austin, Texas on June 22-24, 1982. 1.
an effort to record and pass on to others some of the knowledge that was
shared during that meeting, this document was developed,

‘1115 is the ninth in a series of R&D SPEAKS conferences sponsored
by the SEDL/RX. These conferences provide opportunities for sharing,
communicating, and growth among experts in the field and members of tie
education community,

Preston C. Kronkosky, Ph.D,
Executive Director
Southwest Educational
Development Laboratory
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INTRODUCTION

(:ommunication: A Tool for School Improvement was a conference
held at the Southwest Educational Development Laboratory on June 22-24,
1982. The conference was sponsored by the Regional Exchange of the
Southwest Educational Development Laboratory (SEDL/RX), a project fuiJed
by the National Institute of Education (NIE). The purpose of this con-
ference was to explore positive approaches to schooi public relations.
The participants represented public relations offices in SEAs and LEAs
from the six state region. There were three objectives set to meet this
general purpose:

® to increase awareness of the School Climate program
as one means of accentuating the positive;

® to provide various approaches and information to
enhance external communication--both what goes out
and what comes in--for school improvement; and

¢ to provide information and strategies to facili-
tate internal lines of communication for tota)
school {improvement.

Presenters

\Vctal to the success of any conference is the selection of pre-
senters. SEDL/RX staff looked for presenters who would be both knowl-
edgeable and interesting. Six such presenters were found:

LARRY ASCOUGH has baen with Dallas I.S.D. since 1969, He is cur-
rently Associate Superintendent for Communications. He is active in the
National School Public Relations Association where he has in the past
served as both vice-president (1972-74), president elect (1974-75), and
president (1975-76). He has authored numerous articles, handbooks, and
audiovisual presentations on school communications and has served as a
keynote speaker and workshop leader in 25 states and Canada.

BARBARA CASE currently serves as Assistant Principal at Nimit:
Junior High {n Tulsa, Oklahoma. She has the usual responsibilities of a
building level administrator as well as the duties required in a special
school serving special clients. She has worked closely with juvenile
authorities and other youth serving agencies. Barbara helped develop a



school climate which enhanced the success of students and staff as well
as reduced burn-out n a high stress environment. She has conducted nu-
merous workshops on Improving School Climate.

RODNEY DAVIS is Press Officer for Dallas 1.S.D. and oversees
operation of the Information Services Department. The department is re-
sponsible for the information dissemination through both printed and
dudiovisual media. Rodney is currently vice-president of the National
School Public Relations Association for the South Central regifon. He is
also a past president of the Texas School Public Relations Assocfation.
He hds served as a workshop leader for teacher and administrative educa-
tional groups in Texas and many other states.

BONNIE ELLISON is the Public Information Director for Northside
1.5.D. in San Antonio, Texas. Bonnie established the Communications
Office for Northside I.5.D. and developed policies for internal and ex-
ternal public relations. She is a past president of Texas School Public
Relations Association and has served on the Accreditation Committee for
NSPRA. A published writer, she is skilled in opinion research, human re-
latinns (interprersonal and employee), staff inservice, rumor control, and
vublicity and promotion. She is a frequent conference speaker and work-
shop leader.

BARBARA KUDLACEK serves as the Director of Public Information for
Topeka Public Schools. She is a NSPRA national consultant, conducting
workshops throughout the United States and Canada on various public rela-
tions topics. She has spoken on numerous occasions at the AASA conven-
tion as well as serving as a guest lecturer at the University of Kansas,
Kansas State University, Washburn University, and New Jersey State Uni-
versity., Her district's publications have won national and state awards.

MARY O'NEILL is a Coomunications Specialist for Fc . -th
1.5.0. She has served in the Office of Communicatfons for re ears.
Her duties include writing and editing both internal and ext. n.. public
information releases and working with the media. She also works with
anyone within the administration when special projects are developed.
Mary is also charged with the operation of the telephone information
center where the pubiic can call to get immediate answers to questions
about Fort Worth 1.S.D. She is a member of NSPRA and TSPRA, and is cur-
rently an officer at the local International Association of Business
Communicators.

.T;ese conference proceedings for "Communication: A Tool for
School Improvement" synthesize the content of the presentations. The

conference agenda and evaluation are also included in this document.

Jan Johnson Keith, Cunference Coordinator
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KEYNOTE ADDRESS

Egonnie El1ison provided the kick-off presentation for the first
afternoon of the conference by addressing “Good Public Relations: A
Fositive Approach." She emphasized the need for telling, listening, and
recognizing. Telling what's being done in a school, Tistening to how
people both inside and outside the school system feel, and recognizing
people who contribute to a successful schuol are components of a success-
ful PR program. Ellison charged her listeners to “say it straight" and
always to strive for "honesty anu a sense of humor" as well as “plain ole
common sense” within PR programs.

School Climate

Egarbara Case pointed out that in dealing with school public rela-
ticns what we are really dealing with are perceptions. A school can be
among the finest in the nation, but if it is not perceived as such then
everyone suffers. School Climate is a mode) for providing positive per-
ceptions about a school environment. The instruments used in the School
Climate program to assess how people “feel® about the school are thus
perceptual.

ESchools must be both productive and satisfying places to teach
and learn. Nine common characteristics or indicators which lead to a
positive school climate have emerged from identifying schools where posi-
tive climate exists.

1) Caring - people inside and outside the system need to have the
perception they are cared about.

2) Trust - creating an accepting atmosphere,

3) Respect - trust and respec. interact for positive results, It's
hard to trust someone you don't respect.

4) School renewal - not just changing for the sake of change, but
to rejuvenate.



5) High morale - a feeling of “wellness.”

6) Cohesiveness - the feeling of "us" which also reinforces
morale,.

7) Continuous academic ana social growth - a chance for students to
assume responsibility, for teachers and prjncipals to make mis-
takes and for all to grow.

8) Opportunities for input - creating charnels to structure input.

9) Effective communication - accurate, true, and honest.

-r;e School Climate Assessment takes the form of mini-audits to
look at program and process to determine if a positive school ¢limate
exists. These programs and process determinants take the form of
characteristics of a positive school climate.

Program Determinants

- opportunities for active learning

- findividualized performance expectations
- varied learning environment

- flexible curriculum

- support and structure that are appropriate to the maturity of
the students

- finvolvement of parents and students in cooperatively determining
school rules

- varied reward systems

Process Determinants

- problem-solving ability
. not afraid to recognize problem
. belief that once it's solved, it will stay solved

10




- {mprovement of school goals/focus
- appropriate for student body

- necessary teacher behaviors to achieve goals are
recognized

- identification of conflict
. seeing conflict as part of growth

- effective communication
. in every direction
- the right people are hearing about it

- fnvolvement in decision macing
. real input
. not just staff, but parents and students, too

- autonomy with accountability
. delegate the task, not the way it's accompl ished
. stems from trust and respect

- effective teaching/learning strategies
. time on task
. acceptance of varied learning styles

- ability to plan for the future
. information flow important to planning

At some point the School Climate Assessment may also look at the phvsical
plant determinants.

(:ase introduced a eight step problem solving process to the par-
ticipants. Its major components are as follows:

1) Write the problem

2) Clarify it

3) Llist indicators that problem exists

4) Determine the most important indicator

5) Re-write the problem in a positive way

11




6) Brainstorm alternatives

7) Select most easily implemented alternative and
write an action plan

8) Make provisions for evaluation and feedback

The Action Plan miaht take the form of the following chart:

ACTION PLAN
What is »Nhat c->ugr'1t ?o be
(what it looks like) (realistic ideal)
Resources // Obstacies
(human & physical) - ( human & physical)
Intervention Chosen th': go;nghgo?do
n?
¢ does it overcome —p- WHal ang w
the obstacle
e is it best use
of resources
What's next?
8

12



Fgllowing Case's presentation, Dick Lindanl from the Office of
Juvenile Justice Programs in Santa Fe, New Mexico, discussed his involve-
ment with the creation of the New Mexico School Climate League. The pro-
cess is valuable and does work to focus on the positive aspects of the
school environment to bring about change where necessary, Lindahl said,
Figure 1 illustrates the eight steps in the School Climate improvement
process.

SCHOOL CLIMATE IMPROVEMENT PROCESS
EIGHT  STEPS

@ FORM SCiC
v
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@Acum-swnem & PARENT AWARENESS

\
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SUMMATIVE
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REPORTING

8

v

¢ School (limate Improvement
Committee

T7.SK FORCE
FORMATION

®

Figure 1
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Getting Your Message to the Public

l.arry Ascough began this address by reminding the participants
that planning--or lack of it--is probably the biggest problem in schoo!
communication. Coupled with that is the fact that we don't know what we
want to communicate. Unfortunately, education is burdened with a great
deal of jargon which many people don't understand. So, before worrying
about the "how to" in getting your message out, we need to worry about
the "what" and the “who,"

/\scough also encouraged the participants to discover whﬁ their
"publics” were., Look for the key people in your own community, He
pointed out that in Dallas 70-75% of the community are not parents of
school age children. The number of senior citizens has risen so that
they can ~eally be looked upon as a resource to help in the schools.
Dallas 1.S.D. has encouraged participaticn from senior citizen groups and
real estate agents and brokers as well as from a parent involvement pro-
gram, One point to remember is that if you are going to ask for involve-
ment, tell volunteers how to be involved so that they can meet the dis-
trict's needs.

}{andouts which follow were provided and Ascough discussed each
with the participants.

10



TS PRA MINT-TTITP

TOPIC: FIVE WAYS TO GET YOUR MESSAGE TO THE PUBLIC
PRESENTER: Larry Ascough, Associate Superintendent-Communicacions

Dallas ISD, 3700 Ross Avenue, Dalias, Tx 75204

Keeping the public informed about school policies, plans, programs.
progress and problems, has alvays been & key responsibilicy of boards
of education #nd school adoinistrators. Unfortunately, during less
trying times, communications with the public often received more iip
service than action. But the challenges of recent years have sade
the need for getting the vord out & necessity for survival.

In response to the need for communications vith the public,
school syscems have {nitiated a variecty of approaches--many traditional
and some unique. The following five represent & diverse sampling
of communications technigues currently in vogue:

Key communicators. An increasingly popular idea, the key
communicator approach utilizes something found in every school system--
the grapevine. The technique can be used on a district-wide basis or
at the local school level. The idea is to develop & network of people
normally tuned into the rumor wmill. Through simple organizecion and
frequent communication, such a structure can help you spreed the vord
85 well ax provide rapid feedback.

Bosrd meecing showcase. Reguiar mestings of the board usually

have @ built in audience, including the media and a variety of rommunity
ieaders. With a lictle i{maginaction and planning, your meetings can
become informative and inspiring rather than routine and pecty. Avards,
recognition ceremonies, program reviews, exhibics, student performances
and special guests are just 3 fev of the possibilicies. And if you don't
have the time or the inclinaction for showcasing, at lesast take a look

at how your meeting communicates (setting. agenda, publi{c {avolveanent,
media arrangements, etc). Like it or not, it sends out messages eack
time you mest.

Princi{pal’'s newslecter. Certainly not a nev oOF earth shattering

{dea, but You'd be surprised how few are produced on a regulsr dasis--
and done well. The point i{s, however, parents like to hear from the
school principal on a variety of subjects that impact cheir k{ds. Make
sure your principals know vhat parents want to kaow about...and make sure
they communicate in writing in an effective way and on & regular basis.

11
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vorking with reaitors. If sumeone sells real estate vithin the
doundaries of your school system, they also sell your school system~-~

either up or down the river. The tact of the matter is, people ask
realtors about the sc*nols vhether they have kids or not. So it's

in your best interest .o make friends wich those in the business. and
to keep them well informed about the merits of your schools. Keep
the lines of communication open by assigning someone tO Serve as 3
contace.

Information bdooths. A growing number of school systems have
made back-to-school informsstion booths an annual tradiction. The
{dea is simple. Raecruit scaff and volunteers to work information
tablas sect up in grocery stores, shop~ing centers, and other sites
where citizens congregate. And {t doesn't have to bde done once a
year at the beginning of school.

At this point, you may or may not have picked up an idea You
like. The fact is, there are literally thousands of techniques 3
school system can use to get the message out to the public. But because
school districts and communities vary, comsunications approaches need
ts> be tailored to meer your specific needs. 1If you're really interasced
in getting your message out, here are five thoughts to use in your planning
atocess:

Use natural channels. You may not have to c¢reate nev vehicles.
Look at those that already exist and use them sore e.fectively. Consider
the media, organizations and cluds, the grapevine, publications produced
by others, etc. You'll discover many out there...and they already have
credidilicy.

Bring them in. The best vay to tell someone is to show then.
Beef up your efforts to get people in your schools., Use committees,
volunteers, tours, evening programs, etc.

Meet them where they are. As in the above {nformation bdooth
idea, take your message to the people. Try seetings, eévents, libraries....

Speak their langusge. Keep it simple. Avold Jargon &n writing aad

speaking. You re wasting your time and resources {f they don't understand.

Talk about what thev want to hear about. Set up feedback systecs
to detarmine your publics' interescs. Make sure yqur communications efforts

address what you've learmed, For example, most parents are interesced in
curriculur and instruction. Are you telling thes about vhat's happening
ins the classroonm?

One fipnal snote. Public relations begin at home. Your most
important public 1s your staff. Afcer all, you must rely on them Co
{inform the community. So don't forget them in your planning.

12
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— PR
-~ RESOURCE
e TIPS

PROJECT: KEY (COMMUNITY) COMMUNICATORS

School district crises requiring special communications efforts can range from employee
labor negotistions and strikes, scudent discurbances, and school closures, to financial
and bdudgetary prodlems, serious rumors, and any number of ocher dilemmas confronting
public schools. Any crisis can oucur wvhen a district least expects it. Therefore com~
zunication to & district's publics sust be swift and credible. A "network” of individ-
uals within che community who can quickly disseminate sccurate and supportive {nforma-
tion regerding the schools to other members of the community can be formed in any scheol
district, 1f the right people are chosen.

® A Rey Communicator is an {ndividual who is liscened to in his or her circle
and 13 believed by most of the menmbers of the circle,

# Key Communicators must be generally supportive of the school district. Even
during times of extreme tension, they will alvays be more supportive of the
school discrict chan of narrow, fragmented causes.

¥ Key Communicators can be PTA leaders, scheool volunteers, recail clerks, chamber
of commerce officers, barbers, besuticians, dentiscs, doctors, lswyers, crade
union lesders, prominent businessmen, {ndustrialiscs, senior cirizen leaders,
and sass wedia officials. And, they can also be neighborhood leaders, houseavives
who are talkative in thetr dlock or building, lictle lesgue coscnes, and others
who have the two essential traics.

FORMING KEY COMMUNICATOR GCROUPS—Every school district superincendent, sdainiscrator,
principal, support personnel supervisor, school board sember, and school public rela-
tions person should have his/her own Key Communicator group.

® A superintendent's group could be comprised of s few compatible people {n the
community vho face similar problems in privace industry and other forms of
governasnt--plant managers, county commissioners, owners of businesses—and
octhers responsible for large numbers of exployees and large budgecs.

® A principal should solicit for membership in his/her group those individuals
in the neigaborhood schoel communicy who are the most supportive of the dis~
trict, and vho are respected dy cheir neighbors.

8 School PR le should invite media representatives and private industry PR
people to ﬁ Up & group. A school transportation supervisor could utilize
Privacte bus company menagers and the food services coordinator could seek the
counsel of rescaurant and (nscitucional food service supervisors.

Compile the nsmes and addresses of all Key Communicators for s master district-wide
msiling lisct. Each should receive a regular, factual publication of the official actions
of the district., Give them encugh {nformstion so they'll never say: "You never tell

us anything sbout what's going on with the district."

fach group should have informsl, gccasional maetings. Listen to their suggestions,

share problems, heed their g0ood {deas. They'll feel that they're an important part

of cheir local public education system. And, you'll have a "network" of supportive and
underscanding people.

PREPARED BY: Cordon Shaw, public relations consultant, Portland, Oregon.

% £ 1980 National Schoo! Public Relctions Association
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PR TIPS

PROJECT: USING YOUR BOARD MEETINGS AS A SHOWCASE

Members of locul school boards often express di.appointment with the atrendance of
public and pruss st board meetings. Oftren the routine and even the petty seem to
dominate the meecrings, so that the board has little time to seek an overview of the
discrice or to consider basic educational concerns and issues. Perhaps it is time
that board and administration together planned meerings that are more intellectu~-
ally challenging, interescing and sacisfying to all participants. FProperly managed,
these sessions need only take )0 minutes.

SPECIAL PROGRAMS AND EVENTS TO CONSIDER:

8 Awvards such as trophies, plaques and certificates presenced to students
for acadomic, athletic or other achievements.

¢ Staff sembers who have made curstanding contributions or achievements
presenced with cercificates of commendation.

¢ Anniversaries and reci{rements of staff acknowledged with certificates—
reception afrer meering.

¢ Scaff presentations on major educational issues or sCatus reports on pro-
grams in the schools.

® All persons who have volunteered their services during the school year
honored at s mesting with cercificates of appreciation.

¥ Scudent presentations and performance reports. Exhibits of student work
set up for meeting. Responsible studeants {nvited and introduced.

8 Senior citizens invited to s board meeting-—perhaps one which features
adult education offerings svailable for chem.

® Special reports prepared by PTA, band parents organization, hooster club
or departments of che district such as librarians or science teachers.

CUIDELINES:

® Scandards for these programs should be set high at the outser.

# The public should be encoursged to participate. Even {f vour schedule will
allow only s 30-minute presentation, ten minutes should be ser aside for
questions and comaents.

® Involve as sany students and staff members as possible.

% Alvays invicte the relatives and friends of participants as well as representa-
tives of community organizations that might be incerested in the topic.

¥ Always {nvire the staff advisor, cosch or tescher to {ntroduce the studesnt
and explain the avard or program.

¢ Publicize programs and events thoroughly {n advance and seek coverage when~
ever possible by the medis--press, radin, TV, and cgble TV.

Invite local organizations (League of Women Voters, chamder of commerce. etc.)
£0 send & regular reprasentative to your board meetings. Provide these rep-
resentacives vith advance msterials on your meetings.

PREPARED BY: Lencte Creenberg, director of communication, New Jersey School Beards
Association, Trenton, New Jersey.

‘H; £ 1980 Notional School public Relations Associction
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s, 7easc RESOURCE

E TIPS

PROJECT: A PRINCIPAL'S NEWSLETTER FOR PARENTS

Kesp the neweletter short and simple. An 8 1/2" x 11" sheet printed on one or two
sides 15 sufficient. Make it attractive, neat, well-organized, accurate and
PUBLISH ON SCHEDULE--not whenever the "spirit coves.”

# Vriting—Use simple words, short sentences, short psragraphs and action
verbs. Avoid like the plague all educational largon or gobbledygook.

Tell your readers vhat they want to know, vhat they nsed to know, and in
sinple straight-forvard language.

8 ART—If you can use photographs use sharp, clear photos shot in dlack snd
vhite==photos that HELF to tell the story that education in your school is
sxciting, enjoyable and successful. If you can't uss photographs try
clip art (dravings clipped ocut of a "clip book").

SPECIAL TIPS FOR TYPEWRITTEN NEWSLETTERS:

Use generous sargins, up to about 7/8 of an inch.

Single space the story itself and double space betwesn the paragraphs.

Have no paragraph longer than eight linas.

Double space batween 2 hesgdline and the story.

Triple spaca between the end of cne story snd the hesdline of the next story.
Don’t handletter hesdlines--uss art transfer type available at any good

art supply store.

Use a pica typsvriter. Don't use italics (except posaidly for shert
captions), or script type.

CONTENT—PAREMTS WANT TO KNOW:

How their child {s doing.

What's taught and how.

Special services.

Policies—~as they pertain to their child.
How tha money i{s spent.

DISTRINTION~=Publications sent home vith sctudents sbove the fifth grade probadly
von't get there. Mall {t—with a Bulk seiling permit, costs are not excessive. Ask
& parenmt group or PTA to help i{n defraying mailing costs., Set up special delivery
programs with Girl Scout/Boy Scout troups or ciubs i{n the school.

CET FEEDBACK~—Don't be afraid to say “We are vorking hard to imsprove !
Enclose a cear-off coupon and/or send~back questionnairs suggesting: I would

like to know mors about ." Make a fsw randon calls after each publi-
cation is diseributed to f£ind eut if parents have recaived a copy and what they think,

PREPARED BY: Kennsth J. Gelms, Supervisor of Inforwvition, Beverly Hills (Calif.)
Unified School Discrict.

‘ﬂ} © 1980 Natienal Schoo! Public Relations Association
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PR
== 78asC RESOURCE
R TIPS

PROJECT: WORKING WITH REALTORS

What are the local schools l1ike? Whar school will my child attend? These most fre-
quently asked questions of realtors in your community can sand often do make of breask

nev residents’ actitudes about "your schools" before you have sent them that £irst news-
leccer or invited them to thst first program. Real estate agents and sales parsonnel
properly informed and with a friendly, cooperative relationship established through
personal contact, can be the school discrict's leading booster.

THESE IDEAS WORK:

§ Hold s workshop for real sscsts brokers and salespr ole to explain the
districe's prograns, procsdures and policies. Hsve staff cembers discuss
busing, school finance, attendance zones, psychological services, xuidance
counseling, curriculum, extra curricular programs and provide ap opportunity
for a question and angwver period. .

8 Plan s special breakfast or luncheon for rsaltors and salespeople with
school adainistracors, members of the board of education and key scaff.
Include a BUS TOUR of the district—-with stop-offs at an elemen.ary, junior
and senior high vhere they can see a school in action. (Select bhroadly
representative schools-=not just your “"show-case” ones.)

% Dsvelop a ket of materials for realtors and distribuce them at the
workshop or luncheon/bus four and take them te those who did noc atcend.
These packers should (nclude:
~ readabls maps and/or descript.crc of school attendance areas
~ school policies on aztendance
- entrance ige requirements
~ transpertacion policles
~ suggestions for parents moving int~ the school districe; how to

handle ctransfer of records and enrolling in cthe discrice

school calendar for che current year

~ pre-gchools in the arss (a special service)

-~ informarion asbeut how to get sdditional school informacion——

superincendent's name, board of education meetings, ecc.

= {f possible, pictures of each school with names, addresses and phone

8 Develop sn information brochure, fact shset for prospective new residents
. for reaitors to distridbute. (Such a brochure should contain much of the
information suggested for the packet or hsndbook.)

¢ Contact the doard of rsalrors’ in your area and ask 1if you can attend a

meeting &nd suggest a speaksr from the discrict.

® Maintsin vour contacts with realtors. Invite Chem to call you with Ques-
tions and/or suggsstions and urilizs cheam as valuable feedback resources.
Ask: "What questions ars you most frequently asked about our schools?"

PREPARED BY: Florence Brown, public informarion officer, Thompson School Districe,
Loveland, Colorade

'j@ ® 1980 Nofional School Public Reigtions Association
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RESOURCE
TIPS

PROJECT: THE SHOPPING CENTER SCHOOL INFORMATION BCOTH

For the past eight years, the Kansas City {(Kan.) Public School District his Sade &
special effort to inform patrons about the opening of school. The annual event has be-
coRe 2 most enjoyable and valuable activity for both school administrators and area
residents,

OJECTIVES:
® To {nform the public about school programs, textbooks, new equipment, and
school calendar
® To ansver any questions patrons may have concerning the Kansas City Public
Scheols
® To inform the public about Senior Citizen Activity Passes and to make the
passes available to eligible parsons
® To listen to concerns sxpressed by members of the community
* To maske new acquaintances and renev old acquaintances
GENERAL DESCRIPTION:
8 Scheduled approximately two weeks before opening of schools
® Set up in a location for easy access to shoppers
® Manned for one week by both elementary and secondary school principsls and
assistant principals vorking tvo-hour shifts
TLANNINC:
® "Facts" brochure designed gnd printed
®  Shopping center contacted to schedule time (pr:ferably to coordinate with
business back-to-school sales) and to arrangs for tables, display boards and
telephone
Principals and assistant principals sent letters assigning them dates and
times to wvork at booth
Films pr. lawed and newv textbooks selected for display
Artangements sade vith businesses i{n mall for storage of equipment at nignt
Informacion signs and posters prepared
Reminder calls made to principals
Thank you notes sent to all persons involved at end of wveak
azts" bdrochure. board mesting drochure
New textuvoks and vorkbooks
Title I sstarials (tape player, head-set, workbooks)
Posters, any "eve-catching” artwork by students, etc.
i6mm projector and {astructionsl films
School heundary smaps
Supply lists for mrades K-6
Ixnunization forms
Senior citizen materials
fasteners (tape, stapler, etc.)
Telephone
Ares Vocational Technical School materials

:
:

The Back-to-School Information Booth has become & valuable public relations ac:ivity.
It dbrings together schocl administrators and area patrons on neutral ground.

PREPARED BY: 381411 D. Todd, principal, Washington High School, Kansas City, Xansas

'”: $ 1980 Naotional Schoo! Public Relotions Association
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Working with the Media

Rodney Davis' topic addressed three major areas of mass media:
radio, television, and newspapers. Me pointed out that there is often a
sense of distrust between educators and reporters. Reporters expect to
be able to go out to a school when something happens--directly tn the
principal. Often the principal doesn't know what to sdy. The adminis-
tration, however, usually wants each principal to handle his/her own PR,
If the principal doesn't talk to the reporter, the reporter will often
turn to a secondary source. Therefore, each principal should have
his/her own PR plan,

.];e superintende~t should set the tone for the school district
working with the media. Principals then follow that pattern, Adminis-
trators should respond promptly to reporters' calls.

[)avis distributed a hand-out, "Public Information Program:
Public's Right to Know,* which synthesizes the Dallas 1.S.D. board policy
dealing with PR, This hand-out follows.

[)avis presented a short list of do's and dont's for work ing with
the media:

e do be available to reporters and the public

o do compliment reporters when they do a good job

e don't ever make comments which are "off the record”

e do plan for recurring events that will be covered
by the media--such as testing results and budget
decisions

o do hold news briefings from time to time

¢ do compile “a press review"--copies of all newspaper
articles compiled into a document

¢ do send news tips to the assignment editor at the paper

19
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PUBLIC INFORMATION PROGRAM: G38

SCHOOL -SPONSORED [NFORMATION MEDIA (LOCAL)

PUBLICATIONS, The District shall produce informational bulletins,

BROADCASTS, AND pamphlets, publicatiuns, broadcasts, and other media as a

OTHER MEDIA part of a continuous public information service to promote

PRESENTATIONS understanding of the schools, to promota educational improve-
ment, and to assist in building staff morale.
A1l pubiications approved and issued by a local school sha:l
be part of the ‘nstructional program. All matters pertaining
to the organization, fssuance, sale, and any other publica-
tion procedure shall be the responsibility of the principal
of the school from which the pudlication is 1ssued.

[SSUED DATE: ADOPTED: spr 293 1881 AMENDED:

RELATES POLICIES: 20
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PUBLIC INFORMATION PROGRAM: GBC-R
NEWS MEDIA RELATIONS (LOCAL)

NEWS RELEASES The General Superintendent has delegated the responsibility
for news releases to the associate superintendert for
communications, News releases concerning local schgol events
shall be the responsibility of principals or their designees,
and all releases shall be cleared through the principal's

office.
COVERAGE OF Every effort shall he made :to cooperate with news media to
SCHOOL EVENTS ensure complete and accurate coverage of school events. As

the principal is responsible for the approval and appropriate
coordination of interviews and other coverage within indfvid-
ual schools, the news media shall report to the principal's
office upon arrival at the school. The principal shall
devise 3 plan for press personnel covering emergency situa-
tions, based on information provided by the information
servi-as department.

The staff of the District's information services department
shall be available to assist both principals and the news
media in such activities.

MAGAZ INE A1l articles authored by District personnel concerning

OR OTHER school programs or using the title of the author as an

ARTICLES employee must be cleared by the communications department
if the employee appears to be representing the District as
a whole.

INTERVIEWS A1l interviews in schools must be approved by the principal,

ISSUED DATE: ACOPTED: -q »3 18} AMENCED:

RELATED POLICIES: 21
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PUBLIC INFORMATION PROGRAN: GBC

NEWS MEDIA RELATIONS

COVERAGE OF
BOARD MEETINGS

APPEARANCES,

INTERVIEWS, AND
PERFORMANCES

SCHOOL NEWS
RELEASES

[SSUED DATE:

RELATED POLICIES:

(LOCAL)

The public shall be fully and promptly informed concerning
plans, activities, and needs of the District. Information
shall be made available for the press and the public.

Every effort shall be made to cooperate with rews media to
ensure complete ana accurate coverage of all §oard meetings.

The District encourages news medi: coverage of all school
activities and makes the arincipail responsible for the
approval and appropriate cooraination of interviews and
other coverage within individual schools. Principals shall
cnoperate when reasonable requests are made by bona fide
news media representatives, and reporters are excected to
cooperate with principals in making sure the educational
process is not disturbed or disrupted by news coverage.
The District's information services department shall be
available to assist both principals and the press in such
activities.

The General Superintendent shall have the authority to issue

news releases that have citywide significance regarding the
schools.

ADIPTED: ppq 03 1883  AMENDED:
22
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Involving Total Staff for Good PR

n her small group session, Bonnie Ellison suggested that the
full staff of a district might be informally trained in PR, This might
come about initially by simply explaining the district's policy on public
relations and communications. Explaining this policy to the staff is an
excellent way to begin to focus on the fact that everyone is a PR person
for the district.

'1;e public information officer in a district must perceive
hersel f/himself as a teacher--teaching the publics what they want and
need to know, The district PR person must also be the teacher of the
staff. The teachers and administrators are one of the many "publics.”

Eil1ison passed out several handouts to give examples of what
Northside I.S.D. is doing about PR. These include 1) an appreciation
certificate, 2) the Best Ideas of 1979-80, 3) an example of a "personal-
ized" rather than “depersonalized” memo displaying Northside's active
effort to involve staff in all sorts of decision-making, 4) a crisis
planning tip sheet, and 5) a humorous appruvach to management techniques.

}\lso discussed were some ideas for eliciting suggestions, ideas,
questions, and concerns from the public. One of these was a large post-
card which asked people to give the school feedback on issues. It simply
read "What's going on (when, where, how, why, who)..." and provided space
for them to respond. They were then asked to mail it to News Editors or
send it to the Public Information Office of the district. The items were
to be of interest to any or all aspects of the media.

Another postcard was to be used by anyone in the district to
thank reporters for good coverage. It showed a reporter on the front of

the card and had "Thanks for the Coverage" on the back with space for
writing a brief message.

23
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l.astly, Ellison also discussed the Learning Mode Pyramid. She
suggested that 1% of the total district's budget should be set aside for

PR. The pyramid shows how the goal for good public relations is com-
munity involvement,

Learning Mode Pyramid
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THE BEST IDEAS OF 1979-80

from Public_Information Office, Northside ISD, San Antonio, Tx. Bonnie Ellison

1.

Secretary's stylebook, Northside Style, backed up workshops for anyone
writing about the District, not just secretaries. Gave Information Office
a way to i-,ist on things (like using both names for Carlos Coon School
instead of seying Coon School) best said.

Designed with humor to make rules easier to swallow. Designed odd-size and
bright cover on purpose so people could find it quickly on their desks.

Expected to actually be more valuable as a workshop tool than as a hand-out.
Propose to print subsequent (and different) editions annually until we
have a usable set. )

AL’ . _ T
~ M

;’.ﬁ. ST

LF >l

< aaadl) TN

Necessary to Northside T-shirts give - 2
seldom-recognized employees (like the i, =
switchboard operator, right) a feeling Al
of value to the District. So far, we

have no guidelines for distribution in Ve ~ -
writing; being guided, instead, by ~3 L SR \
common sense and need of the moment. 5 9 L

o XY, 4

-

; v
NEU SM —

Y OMNRTWY

Pre-screening photographs for printing or
photo-copying saves money paid to printers.
Quality 1s a cut above Xerox (compare
pre-screened photo, left, with photo

above. This one is pre-screened by placing
dot screen 35 millimeter negative over
regular negative and enlarging both.

Can also be done with dot screen placed
over paper on enlarger. Polaroid prints
from pack film can also be pre-screened
with camera attachment. Different patterns
can be creatively produced with stuff like
nylon stockings,
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NORTHSIDE INDBPEND!NT SCHOOL st'rmc'r

6900 EVERS ROAD SAN ANTONIO, TEXAS 78238 §81-0330
TO: COLD DRINK LOVERS
FROM: PURCHASING (Doris)j®
DATE: July 23, 1981
SUBJECT: NEW DRINK MACHINE

There 1s a possibility that an additional canned drink machine
will be placed in our snack bar. In order for us to determine whether
or not there is sufficient demar for one, please complete the follow-
ing survey and return to me. (Please check questions that apply to vou.)

1, 1 don't like cold drinks. Leave me alone.

2. I am satisfied with the flavors available in the existing
machine. I just wish it worked.

3. I would like for the following flavors to be available: (Please
choose 3. Put a "1” by your most favorite drink; a "2" by your
second most favorite; and a "3" by your third most favorite.)

Dr. Pepper Sugar Free Dr. Pepper Orange Crush
Grape Crush Strawberry Crush Hires Root Beer
Country Time Lemonade Hawaiian Punch

The drinks will be in cans and will sell for 40 cents.

You mav need to make additional survev sheets for your office, or
just indicate preferences on a plain sheet of paper. If vou like, just
call on extension 271 and I will record vour preferences.
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CRISIS PLANNING
NORTHSIDE SCHOCL DISTRICT AUGUST, 1981

USE XEY STAITF and community commurnicators to dispel rumors.
CONTROL the grapevine. Check rumors at tne source.

MAINTAIN AN ATMOSPHERE OF QPENNESS AND TRUST. Be honest about mistakes.
Provide plans for correcting weaknesses. Enlist aid. Fill requests

for comments, interviews, photos, statistics. The approach of a pwlic
servant (educator) is "We can use all the help we can get to solve this
problem-~together.”

SWIFTLY supply believable ii.formation. Expect "officials” not to bhe
believed, which is why a key communicators meeting works. Community
or staff people are the ones reporters talk to-~-the ones people
believe-~the ones "close" to the problem.

SET UP AVENUES OF COMMUNICATION before you see the likelihood of
using them. Reap benefits of having already develcoped a cooperative
relationship with the media over the long term.

DISCUSS WITH STAFF their role in crisis situations. Identify a line
of spokespersons=--an order of who will speak when first spokesperson
is not abailable. Outline and assign administrative duties.

PUT STUDENTS OFF the phones for the duration of the crisis.
DON'T SAY WHAT YOU THINK--~only what you know to be true.

REIN IN EMOTIONAL involvement--yocurs--and be aware of its predcminance
in others.

PROVIDE A PRESS ROOM (crisis communication center). Locate a room with
phones separate from office of person in charge (principal's office)
but near to the scene of the crisis. Assign a staff member to remain
there who knows what's going on and is in touch with both principal and
media. (NISD Public Informaticon staff can help here.)

TAKE INITIATIVE with media where possible. You're better off going
to them than vice-~versa--sometimes.

BE WILLING TO SHARE information, but don't take a definite stand when
all the facts aren't in. Emphasize what is NOT yvet known as well as
what is known. (see 8 above)

EMPHASIZE WITH MEDIA AND STAFF YOUR UNDERSTANDING of their ability to
help handle the crisis by informing them. From this vou can inject
your opinion on why some ‘hings will not be helpful. Thank them for

;hiir cooperaticon and resist rapping publicly the ones who weren't
elpful.
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CRISIS PLANNING...PAGE TWO

ANNQUNCE A SCHEDULE of times when district spokespersons will meet
the media--on the hour, on the half hour--but if you get new informa-
tion they‘re seeking, don't wait until schedules., time to provide it.

IF IT BECOMES NECESSARY to set ground rules limiting reporter access
to the scene, enforce them without favoritism. Expect eflorts to
circumvent the rules will succeed--a good argqument for not attempting
to limit access in the first place.

AVOID USING A FULL~BLOWN press conference. A few reporters at a
time informally is the way they prefer it and the part they will
believe anyway.

MAKE SURE KEY INTERNAL STAFF MEMBERS have telephone numbers with
unlisted phone numbers, private lines, etc.

USE A P.A. SYSTEM or bullhorn to address crowds-—-have one available.
Provide administrators radio communication equipment.

REMEMBER ANYTHING YOU SAY WILL BE FOR THE RECORD. Phone conversations
will probably be taped--a good idea, when possible, to also tape
from your end. y

AL
EXPLAIN TO REPORTERS WHY you‘Eﬁn't provide certain informaticn (be-
cause of privacy rights of anyone involved, hinder investigations., etc.)

IF A REPORTER BECOMES A PROBLEM, explain why you are having trouble

communicating. (I can't answer that now but if you'll let me get back
to you in 30 minutes, I can.)

CONSIDER USE OF ALL CONCEIVABLE communication tools: telephone

trees, bulletins, hot line phones, paid advertising, posted notices,
district-wide mail-outs.

DECISIONS NOT TO COOPERATE with the media should only be made as a

last resort--and then, but’ the superintendent. Since public education
is public sector, non-cooperation would be rare indeed.
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ﬂ If 1t's been six months
since your last story on resd-
;nq or math, it's been too
ong.

Management
By flip
Of a coin

I7u you tell the
printer it°s camery-ready,
it means he's responsible
far hiring & graphic ertist.

21! you buy mmvelopes on
sale, 12's because the post
office has slapped & surcharge
on that size.

38“ 0dd sale peper forces
you to uvse more creativity in
your designs.

ml'f you stick with kid art

publfcations, thw big-
im8 pro artists will call to
tnd out who 1llustrated them,
f they ha

And getting the taxpayers
mongy 0 paint
administrative offices is a
pipe dreem aghody will smoke.

m”mwcmﬂ

allow use of icronms, you
will yitimately wind uo with
an obscene One.

I@ If you shoot only
with aveiladle light, it will
fot matter if you have film
in the camgra.

'2amwanmet

distract the kids and you'll
get fewer pecple with victory

st gver their hesds.
ﬁl! yxu push fila %o

sccommodite for availadle
light only, you won't de
able to get the grein out.

@H you have & meeting so
everyong will hear the sese
thing, somededy will hear
somgthing different.

mm keep looking.

Some photo precessers are
grainfer than others.

o&*?

it ;@%?
. \
T i Y-

7 If you decids at the
water fountain, 1211 be set
in stone.

get sued, you will, If
don't worry, you'll rarely
get suad,

%" you do it that wey
decs you've almys done it
that wey, you're doing €t for
a4 dumd reason.

If you don't stay
“conversatiom!® in inter-
views, you'll pitch your
voice upd ind sound scared,

Lt f
cf.te ‘0 3 *

IS If you're scared in
4 te

evision Intarview,
SNILE. It works every time.

o=

9 If you transfer calls,
you'll make enemies and
never KnOw what's deing safd.

I@H you find out the

antwers for pecple and CALL
RIGNT BACK, you'!! be indis-
pensabdle,

ZS 11 eowcrtton. whut

pecpie are up on. they are
not likely to be down on.
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February, 1982

don’'t take frate
calls FAST, the caller will
tell someone else the crud.

Since you can never
cap & tirade with
steam dehind it, Dettear to let
it dlow off on you.

M"m print the fol-

ng student’s poem:

mat hl for dirty dishes.

Mve 2 tale to tall.
While othar folks go Aumgry
Ve're aating very well.
With home, health, happiness,
e shouldn't want to fuss.
For by this stack of gvidence,

@ 1f you sing Chrise.
mas carvls at school, some-
one will say you're anti-
semitic.

4I'" you 8llow U.S.S.F

(Uninterrupted Sustained Si-
lent Reading), someone will
$ay you're communist.

28" you think your doss

wants to know what you're
doing, you're right,

42” you listen to
wha

sveryone saéys, you'll
secure support for schools,

%N’m:ﬁuﬁ
0"“.

sm. you're only M) right.

43" you make policie:

tases on what says.,
you'll have policies no one
can l1ive with.

3@!4' others don't know

what you're doing, you're
et doing anything worthwhile.

44 1f you wonder what

you get for TSPRA/NSPRA dues.
try spasuring the level of
professionalism it su ores.

:hint 1t costs
t figured
seme thing

31" you're lonely, you

prodadiy haven't mde friends
with yourself yet.

321 o ravent

4 preferred parking s
s prize, you should.

awvarded
pCR 88

38!7 you haven't had a

idea in the shower late-

. Soke nm. And vice var-

If you're writing 2 let-
m t0 your mOm, you ire re-
charging crative dat-
teries. If your crestive bat-
teries need recharging, it's
been too long since your last
TSPRA Warkshop.

45"va¢ all

meetIngs in the sime place,
you're discriminating égains:
places where you don't meet.

4@70 prove Row val-

wadle news coverage is, put
the advertising space price
on it,

33 o ot e

«ut's happening in school,
you're eating lunch with the |

—tom prople too often.

%@" somgons 4t coffes

is saying how 3 department
should be run, you can be
sure no one from that depart-
ment 13 in the coffee shOP...
which is why you never know
how Oothers thimk your depart-
ment should be run,
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Surveying Your Community

l.arny Ascough emphasized that it's important to know what the
community is thinking. Good public relations is preventive maintenance.
Public relations personnel should encourage, analyze, and use feedback
from the community.

In surveying the community, educators must talk with people--not
at them. Administrators must make certain that they are considering the
ideas of all segments of the community. The feedback process doesn't
Just happen. It takes work. Good two-way communications will help
administrators head off problems at an early stage of development--before
they reach the crisis stage,

[)on't wait until after a crisis to find out what went wrong,
Some methods for keeping the feedback coming include advisory committees
from each audience--students, faculty, citizens; selecting key communica-
tors, people who talk with many other people; listening to what people in
service groups are saying; and inviting taxpayers to have lunch at the
school with the principal. Another good way of getting an idea about the
concerns of the community is to have the switchboard operator keep a 1ist
of common questions. If it is discovered that a great many people share
a common concern, it's time to do a story on that topic for the media or
the newsletter. Reading church bulletins and working with the clergy
will frequently help administrators identify problems and concerns before
they surface.

}\scough made many suggestions for conducting a community survey.
Some opinion polling should be done regularly, at least annually.
People’s opinions change--and they change more frequently than is often
recognized. When conducting an opinion poll, those involved must feel
that there is a purpose for it--that there are specific plans for tabula-
ting, reporting and acting upon results. Many times a community survey
fails to get feedback from one "public" which is very directly involved
in the system: the students. Don't overlook them.
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leling may be done by self-completion questionnaires or by in-
terview questionnaires. In either case the questionnaire should not be
so long or complex that it places a burden on the respondents. Questions
should be simple and direct. The language is important and should help
eliminate vague responses. Questions which require a lengthy written
response should be avoided or 1imited as they are difficult to tabulate.
Questions should be carefully constructed, and categories that will clas-
sify the respondents must be chosen with care. Formal survey question-
naires can be supplemented with the district's newsletter or a specfal
interest newsletter, which from time to time mdy ask questions of its
readers.

-[;e district should make it as easy as possible for the respon=-
dent to return these with self-addressed, stamped envelopes. Be explicit
in the instructions for completing ond returning the questionnaire.
Ascough suggested participants read School Comrunications: Ideas that
Work, by Don Bagin, et al., (Woodstown, New Jersey: Communicaid Inc.,
1972,) Pages 34-41 are from Bagin's book.
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comemunituling person 1o perion

CHAFTER 3

Ask say school administraior or board member about his
school’s communications effosts. Chances are you'll hear about his
acws relesscs and nowsleticrs or other weities, onc-way commu-
aication tools. Seldom will the school official telk about the ways

the community thinks a schools and what the community
waals (0 koo, ho will be able 1o plaa the conununicatons pro-
gram with specific gosls la mind. He would know just what kinds

pliiloscohy, ideas and Scoich. Ofien he consclentiously fechs he has

commmnivating person o peTION

policy and open board mectings stiow cver; chance
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communicating petion 1o persos

peoplo ant to remaia active in the commuaity; thus, the
mm;smm;mmmmuwﬁﬂ-

1 had lunch with his day.” This kind of group
spreads & feeling of “the schools aro ours™ that gains communily
nmllotthm

« o Listen to what's saki ot mectings of scrvice gsoups. People who
;:Mb“tbaao:wknhudmu&whmyuhmhﬂa
mmwdsy.ll'slmduuuhnlmdmmuaph'
Mmﬁmhmmmwmmmcm
cuacems sboul the school sre. .

. walleg-siza calendars (o sesidents. In additioa to key
memmdmm:mmhdm-

puniber o be calied for information o¢ to check 8 rumoy.
This pumibes should de snswored 24 hours & day Zini on holidsys
by 20 snswesing scevice. Somo administrator (perhaps vd & rolat-
Ing basis) be avaliable when pecessary to sespoad o crisls
calls.

® Oct Kcas on lape. Provide {ape recosders throughout
school during cvents such as pacent confcrences and
Back-to-School N%ud school scilvitica such as bashetball
gascs sod plays. r availsbility snd wse shoold be explained,
encousaging people to make suggestions for the impeovement of
the school. Questions might alsa be asked this way by peopis who

Conittnicaling patian (o petson

doa't fecl comfustsble with the writicn wosd. It also guaranices
angaymity for those whe Jesire it.

¢ Listen to local radie call-in shows. Ofica onc cesnk cail wind't
mesa mach, but a scries of cafls showing concerm abust » topic will
alert the adminlstrator thay some caplanative or activa b re-
quired.

o Incliuds a loa scsslon af public nectlags. By formally cs-
tablishing 8 procedure, the mdministrator will demonstrate
that he encoss questions and suggestions. At the same time,
he will s climate that says "We want 1o do » belies
job; i you have s ides, share it.”

r * Ofler guidance and adsoinlstrative scrvices at oigit .
mrmmm-arsmummmm
day the opportunity (o 1alk with yoo at thelr con-
venicace. Bven if only a few usa the seevice, this approach
indicates that the achool is trylng 10 scrve the public.

~* Buablsh a comaualty cesource fike. By bringing poople to the
Mxxﬁhdmwmbh, favolve them In
“their 'Mwmhquktmhlu}:lhtmnhmu
lesieriag problem i they fec! the schonl cares sbowt them

enough to ask thens 1o sharc their sk s Maintalning such o Gl
Is belplul 1w teachers as &ff grado lewis.

¢ Have the switchboard operator keep a Hit of common questions.
I » large pumber of peaple call sbowt oac topls, #t's s to du &
story o thet topic for the media or lur the pewsielter.

¢ MMMNM%&(MMC&:WJM{(M
frequently identify commually concems befors they surface. Kecp
theso people well informed a2 off tlincs.

* Establish & spcuken’ busean. By oflering free speakens as # sery-
ice, the district engenders solid sapyort with Jocal orgunizations.

Speakers can be encouraged fo repart questions 1o the adnidmsira-
tion for asswering.

4" Includs questionnalres fa pewslcticis acal to the public. Bven
though many peoplc will not retumm tho questionuaises, the ones
do will provide snoiber insight Into what some people aro

® Nolc questions asked by reparfess at ncws conferences asd after
board mectings. These questions represent she thinking of ol only
the repoiters bt community residents.



Coniptustitating person 1o perton

o Me cumdid with town officials and civic leadess. Ia lwm, these
people will express what i concerning them and thelr groups. This
kind of infovsation can be extremely valuable.

e Diwsibutc goklcn sge cands to reskicuts uver 60 of 65, These
casds allow sesidents to atiend Ircc such school activitics as spoets
cvenis and plays. Wika giving each persoa bis card, the school of-
ficial might discuss the concerns the golden-sger has about ibe
schools sad eacousage him (o cafl the schonls with questivas i he
hus any.

tetter. Sci the ground rules clearly sad in writing so the mectings
duat becuaio ax-grindiag arenas for special interest groups seck-
ing to gaia publicity. Perhaps for opeaces, start this program with
just students. Then, i feasible, cxpand it. Be ready fos criticiam,;
if you can't stand someone iciling you that the school isn't doing
ils job in somgo srca, doa't sy this. Make sure all suggestions pre
pruperdy noted snd that the person waking the suggestion is told
oilicialty what happencd to i,
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COnununiCating persor ke persen

CHAPTER 4

Conducting a Community Survey

A key techaique for obiaining fecdback is opinion polling. Basicat-
ly, there are two fornns of upiniva polling:

L. questionoaincs 1hat sespondents complcls lh:msclm and re-
um, aod

2 qomumumlhnucoompuw bypcmuwinpumﬂy
intervicw respondents.

Remenbher These Tips

Whether your district choosea vue form or 1he olher, it should keep
these imputtant polots ia mind:
¢ Opinioa polling should not be a “vacs In a while when we think

Opinicn

scale, should be conducied reguiarfy. The schedule should be se-
lated to your disirict’s paiculas plans, necds, pinblems, staft, pop-
wiation and over-all communivulicas program. Bul ihere should
be some important pulling dooe at least annually 1o keep nbreust
ihe community’s thinking. Coinmusity represcatatives can help
officials decide which topics w0 select.

polling will be a bust — or, worse, an imult W those
— if these arc 1o specific plaas [or tabulating, reposting and
ting upoa results. M, for caunple, your district polls sesidents
teschers for their opinions sbout year-round operativn of the

Eﬂ.

Eé

i!
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communicating perton (o person connunicaling perton 1o porson

- The responscs ment should be made at generad mcetings or In some other
MMMMMM:RM"‘““’“‘“ ke lo- e ap-
Mmmwmmmw propriate fashion. The sonouncenents should advisc the audicnce
mmaw-mmamm.“w to bo polled of tho exact nature of the pull, why it is being con-
mmmmmmwwfﬂudw' ducted, when It will bo condixctel, s how it will be done.
est or open bostifity.
oﬁ.hmmdmuummdmwwuhﬂm Scif-Completion Questionnxire
public. Cestain polls should be desigoed Just for the poblic, but
Poilicg slso should be employed with (aculty ad sccondary-schocl Tho most commoa technique for cliciilug opinioa used by the
students. gooh “:' the qm:hn::m set to pumm:ho cumpicle # ‘:hcm-
plex ves and seturm 18 to the seader. Usually the questionnalre s sent
o Questionnaires should mot be so ead long thel they to ufl residents, sil teachers, or all students,
m'mwm&m;mm?mmmg It is ncasly lnpossibie (0 cwexduct a sclentific sampling of
of . A uplnlnn throw |h 0 IF'I“ i ol Y
"!“’“'Wmm““m ¢ to fump - pmu&d&;oﬁom cspund k kadenu:i'azo
Instesd of ooc mammolh survey cvery Svo years that asks ' o mate Y
gether. drely opialon sbout cvery aspect of school ite, con- sccurate will in fect complete and retura the guestioanaire,
people lo give that elicits opinion sbowt s specific sspect Almost any response (0 a susvey is of some benefit. Dut school
me““""‘ officlals should place decreasing scliance oo the responscs as
of school " fewer pessons respond. Fos lustance, 8 7S per cent respouse usus!-
-mmm&mmw“%mtd veny zumgw‘rdmmmﬁmamm&mw
question: “Wha middie an s cent respoase.
ray 1{?&,’“5 vague snd kvilcs 8 vague response. A Whea using the self compietion qucsiiuamaise, note the numbee
beiter question would be: “Do you favor grouping f?.“d"“ of ol sesponscs ln different categrvics axed (o clawsifly respondents.
mdumwoaemm'vu:m.'«'ﬂowhm For casaple, i lmaately 60 per cont of the population is
— ai- Roman Catholic sl less thaa 10 por cent of the respomdents bave
'Mmmﬂmﬂ&:mwommd indicated they ase Romaa Catholic, it would be safe 1o sy that
fcult to tebulate, requiring a requiring 8 "Ya” or “No” there Is no refllable reading oa the opinions of Roman Catholice.
general nmm‘lw‘“"“"m When sell-completion questionusies sre sent fo the public, lo-
mo,mm",b;,n:,u . ructed, and categories tht where the erw&: o ooe o o m:.hotm
vily consd \ o0 00e of more pa-
;mdwymmn:uhmwbm.m;; pes. Mﬁ,hmmmaemuiyﬂewqmdmmh
ol wuhnw“gfa,m to lodicate asked czn be conizised on a business reply casd. (Re-
thi 'fw(?wﬂ,mmu,mmdm member that a business reply card Is aot confined 1o the size of &
mun:medwmw.mmMMM“MWh traditions! post card.) it costs the district nothing fo get 8 pes-
dmwmwhm«mw.um pot be mil to use business reply cards and covelopes, and {t pays postage
mmbhdﬂmdmmwmha&nw':‘: aﬁyﬂ&muﬁmmﬂw&wﬁﬂmnﬂuﬂbmm»ﬂh
categorics chosen depend la megsiire oA .
m'm:'y mh:?rnyed,wd:{rpwpomwvhkh&em When self-completion questionsialres are distributed 10 staff or
vi!!hepu;. students, the respondents should have clear fastructions shout what
the to do with compleied questionnalies Questionnalics given to the
* An anpouscement should be made ot least once before poll- . facuity might be collccted by akics or left by stall mcusbess in a
h,uqunmmm&-hmwkmhﬂ‘;:mﬂ; tpecial box In school offices. Stlents might retum question-
there should be & ane SORouNCe

" palres to homernom teachers or hring thom to the principal’s of-
tocal news medls. 10 it is a poll of faculty oc studenls, 88 annource- fice of to the student government uifice.
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conunusicaring person 10 person

Amiwbnwemhmhnwﬂ&d:mm
m.mmnummwamummmm-m
be. lluﬁkmhwmwlhdtmummdtmnvdopc.
mmmmmnm,mymwﬁm
bather.
me-mhmmmmmw
S&nammvmhelhemhmmmpmdum'qm&cuwm
huupmunla;uhqdon‘lumkmmd,!bc instructions for complet-
h;mwewnmm;ltswm”mlu

misinterpretation.

Polling by Intesview

Sﬂyﬂuﬁﬂp&oﬂ!uﬁe«puwwnﬂlm&llmﬁm-
dmﬂkmmplwmmmmﬂmmw{n-
terviewing pessons sclected for the sample.

This techaique Is accusaic s 8 meihad of surveying oplaioa, but
it also requires the most technical koow-how and orgrization. It
may or may nol be more costly, Cost cumparison Is difficuls, be-
:minnumywbdenmyhmmnwdwmnmum
miledmumdahi;hpcmwmmdbdhchhemumbe
qnilchtgb.udhimmkwh‘.lhmndw'eu e
sﬂuapddnlmu.tbecoumyhem.

Dmticubmuwdhamdmcdlbckmiauﬂkwmd
wﬁkoﬂm(mmﬂadlkmhmn(puwc.mﬂum-
dents) e advised W write CFK L1d,, 3333 8. Pannock St., Engle-
wod.&nlo.WllmwslmmdumuIM“ALﬂlmo
YwWM.“CFKMm!MOMWwMowc
mmalmydl\nmrkanpub&kqﬂahommnhdx

In sclecting sumples to be intcrviewsd, pinpoint accuraicly the
langer Jwdiences frums which ihe samples arc 1o be drawn. For cx-
mpk,hchmﬂckhwu&mhmthwmﬂwd
seprescniation of senky cldizens and blacks. i there are 1,000
nnﬁovddmhm&addwmulmummdw.
lbenmwwkctﬁwbhctllmuﬂﬂwmdm.
Ofcmm.tmedmamwmnllmmkvd,md
mwnwmlhﬁaemhowﬁsdmdsm:mdhlnhue
sclected.

Data about the public can be found In such places as ceasus re-
posts; the offices of clerk, tax assessor, and planning board in lo-
cal and countly governments, and stats molor vehicle buseaus.

e

« cvnrennicating pevion fo persoa

mmmm l(:smlhediuthmuhtnm-
. sae in the schoal sysiem might
trsined for this [unction focal colicge or research center.)
Tee lnterviewers must remain acuiral and cordial in the interview;
Mun&ywmmmﬁwgdmwm'm
. intcsvicwers should have &
dMMmMthmbwwtmhmx

gE
E
x

¥
i

are to be reonvded mechanically, the “Yes-
and codes should be doviscd

No

mwumm.mwmm
suita.

ble The laformativa thun can be transferred ( key-

i
E
E

district that'is anzious to coaduct poilieg through fntervic
dM#anMwMMMmt;
punch casds should get prolessional help — at leust the first time
— to ensure it Is doae properly. Oner wire o moro porsons oa the

:ﬂmuﬂm‘hﬁem.l&uﬁﬂdﬂﬁw&lhn&mcuw

28
%
E
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Chapter 8
Wnrap Up

Change is the only consiant in America today. That rapld
change is most evident in the public school system. What is true
today can be changed by tomorrow, thanks Lo the immediate im-
pact of communication vehicles like television and radio, and the
influcnce of other popular media, including magazines and news-
papers. ’

Once, everyone had a direct connection with the school dis-
trict. Peoplc knew what was going on in the schoothouse eac’. day
because they had children there, os listened (o the tales of she class-
room fro visiting neighbos children.

Tuday, the only reposts many clilzens gef are second-hand,
and efien from the mass media. To say (hat a complete view of our
educationat system is being presented is impossible.

That's why it is iinporiant (o use the feedback tools availuble
1o you—as well as surveys—to gain Insight about ever-changing
comununity opinjons.

Othier Ways To Get Feedback

Feedback should be buili right into your school program snd
should be an integral part of alf school activitles. Carcfuf listening
is probably your most valuable feedback method.

Speakers bureau—when niembers of your speakers bureau ac-
cept 2o Inviiation 1o speak be certain (0 ask them 1o include a ques.
tion-and-answer session and cncourage them to report what thry
hear.
Listesers bureau—have 1op staff members volunteer (0 attend
parcnl and other community mectings just 10 answes questions
and reccive suggestions for the improvement of the system and the
schoals.

Public kearings—alihough these are frequently difficult and
not particularly encouraged if you have 2 potentially volatile prob-
lem, the information gleaned can be extremely imporiant in struc-
turing your information program.

. —
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Key communicalors—these community people whospeak 1o 2
lot of other community people urc nut only your key resources for
scnding messages about the schools, but are even e imporsant
in providing you feedback un how the community views the
schools. Seek their sugsestions and concerns,

Student rap sessloas—wiith the principal and/7os supcrinten-
dent, provide an open oppasiuniny for studem sugpestions and
questions about the school.

Last fiftcen minutes of the clasy period—in many schools is
devoicd 10 an open aising of students’ gripes, complaints, gucs.
tions and suggestions. Teachers give principals wrilicn summarics
of what's on ihe students’ minds for them 10 share with other
administratorss.

Suggestion buxes—located strategically in the buildings into
which students, siaff and parents can place cards. Keep stacks of
cards on display for usc: "'} have a question” — *I heard 2
rumor®’ — *‘I have an idea.*’ Maany districts also place such dis-
plays in public places—banks, staees, doctors® offices, cic.

Moathly breakissts—for busiitess, industry, parcut and civie
representatives 10 discuss the schools, hear a presentation by a
school staff member, ask questions and give suggestions.

Meetiogs with the clergy—1to clicit their cosiwerns and sugges-
tions and provide them with ougoing informatiun about the
schools.

Exlt interviews—When a family or an emnployce lcaves your
schaol district, use this as an epporiunity 10 find oul whai they
thought sbout thelr experiences with you. Give them an oppos-
1unity to offer suggestions that could improve tiic working situa-
tion.

Keep s log—have secretasics und athers answering phones In
the schools keep a log of the questions they are asked. A daily
and/or weekly review of this material provides you with valuable
information and suggests areas in which you need 1o imprave your
communication.

Resd letlers (o the editors coumn—read newspapers carcfully
and particularly the *‘lettess 10 the cditor’ column to cheek gyes-
tions and concerns about the schools.

Build Hstenlng Into everything you do:

» The beauty parior, bartbeishiop and “‘bar’’ provide the

3B's of feedback. Lisien fo your fellow community members

in these bess than official mectings.

* Build in a five winae paiod of **what have you hicand Late.

Iy*’ —into the stast of any schuol conunittee, staft o adusin.



istration meeting. Make a list of these cominenis so that you
can reflect on concerns and/or suggesiions cxpressed.

® Spend & few mioutes weekly with members of the supposs
stafl an a onc-an-one situstion asking their opinion sbout
the schools o1 a specific program and providing them with an
opporiunity to tell you of any concerns they are having,

* Listen (0 the radio talk shows or ‘*interview of opinica®’
type programs on local stations (0 hear commenis aboul the
schouls,

® Listen when you atiend church and community meetings
or events, and build in a question aboul “what do you think
of our schools?’* Then tura your mind oa 1o “‘record’” so
that you can recall these thoughts and put thein on paper.

Chapter9
Summary

There is no reason (0 wail. The resources you need 1o begin
arc sminiuat. A coinplete list of additional resources is provided in
ihe appendix of this book, and you can get more help from survey
specialists in your community. (Reniember, chicck the local col-
leges of ueiversitics for help.)

Orgamize your thinking 2long these fines:

* Devide whuit you want 10 know.

* Ask yoursell why you want to know this,

® Ask if you can get this information without doing a survey.

® ecide who you are going 1o survey.

® Deicnmine the type of survey method you'l§ use,

» Establish conlidence limits for she susvey.

* Devclop a timeline for the survey project.

After getting & firm commitment that the survey results will
get the atfention they deserve, organize your project according fo
this checkiist:

- - —— ———
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1. Make a fist of necessary resources (peaple and mate-
riats).

2. Secure financial suppornt for the survey.

3. Draw s sample (choose the people 1o be inferviewed).

4. Outline the content arcas of the survey and frame inl-
tial questions.

5. Refine the inltial questions and design a8 workable
format,

6. Develop a flrst-draft questionnalre.

7. Pre-tesi the questionnaire.

8. Use pre-test findings to develop a final questioanaire.

9. Teach interviewers how o gather information.

10. Establish controls o make sure the intcrviewlng gets
done.

11. Conduct the intcsvicws.,

12. Prepare the questionnaires for tabulation.

13. Tabulate the data.

14. Analyze the results.

15. Report the new knowledge.

While public confidence in must public institutions has been
dropping for a vasicly of reasony, thicre Is a genesal fecling (hat the
problem with today’s schools ls dirccily a resuli of the lnck of in-
volvement of the public In day-to-day lssucs affecting the schivols,
Nobody asks, so nobody cases.

Districts that have discovercd surveys as a useflul foedback
tool are discovering that they can change public attinmdcs toward
schools, Best of all, the pubfic likes it.

You can'i afford nod 1o know what the public is thinking
today. Get started . . . and get intouch.



I Have Met the Enemy and They Is Us

Egarbara Kudlacek emphasized that educators need to be concerned
about what others are saying about educators and the educational system.
A1l employees are ambassadors for the system.

If there is an idea up for adoption by a staff, it usually goes
through five stages.

1) awareness - this could take the form of the theme
for the year;

2) 1information - people learn more about the idea
through newsletters, newspaper articles, or other
sources;

3) evaluation - people begin to talk to others about
it, to someone who has first hand experience;

4) trial - actually trying out the idea as it applies
to the individual;

§8) decision - each person reaches a decision about
11king or disliking the idea.
Educators must keep these stages in mind when trying to bring about
change.

(;ood communication can aid in the change process, but all too
often there are serious problems in the internal lines of communication.
Often the staff members don't realize how negative they are. This can be
especially true when there is public conflict brought about by collective
bargaining or teacher strikes. There also exists within education an
image problem with the public's concept of the quality of graduates com-
ing out of college and university Education Departments. Educators must
strive to represent these young teachers as bright, excited people. Many
times the young teacher who is both bright and excited about teaching
loses his/her motivation and suffers from what is commonly referred to as
“burn-out.” It is up to administrators, supervisors, and fellow teachers
to keep each other feeling good about their jobs. In today's world many
people just don't feel as good about their jobs as they once did.
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lnvolvement can be the key to feeling good. Employee needs can
be correlated to Maslow's Hierarchy of Needs. All employees have
1) primary needs for warmth, food, etc.: 2) safety needs; 3) love needs:
4) need for self-esteem; and 5) need for self-actualization. In her
small group session, Kudlacek pointed out that there are many things that
can be done to bring about change in employees so that they become good,
positive communicators.

Farst is involvement. Staff members can be put on committees

. that have actual decision-making powers. Employees can be selected to be
honored for a variety of reasons, not just length of service. A staff
newsletter keeps everyone informed well ahead of the general public.
Social activities which bring people who work together into situations
which are very different from work are great ‘ways to build morale and
camaraderie.

onple who feel good about their jobs--people who feel they have
some control over the decisions made about their work--make for better

communicators. These people communicate a positive position both
internally and externally,
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Internal Publications

pvqary 0'Neill opened her mini-session by giving participants a
rationale for communicating internally with employees. Three main
reasons exist for keeping internal lines of communication open. Internal
communication improves morale, helps to ensure trust, and eases the con-
sultation process. O0'Neill stressed that Just as it exists in external
communication, the need for a two-way flow or process exists in internal
communications. Employees must feel that they have something important
to communicate as well!

O'Neill noted that deciding what to communicate is often the
first step in the process. Among her suggested items were news from
board meetings, news from the central administration, and news from
employee groups at all levels. Not to be overlooked is news from or
about individual staff members.

\AVhile the "what" of communicating is often thought about first,
equally important is the "how." Through what vehicle will the local dis-
trict or state department communicate? How often? There are many
options available to meet individual needs. A semi-monthly, informal
newsletter might suit the purpose of one group while another might feel
the need for a formal monthly newsletter. A sheet highlighting the board
meeting could be posted on an employee bulletin board along with special
bulletins and weekly FYI bulletins. The non-print media of cable TV,
radio public service announcements, and regular staff meetings were also
mentioned as resources for communication.

'n planning for an internal communications program, there should
be two elements considered: a staff survey and the publication that will
result from survey data. When surveying the staff, the PR specialist
will want to discover what the staff's needs are, what their wants are,
and what attitudes and opinions they hold about the district and the
administration. The reading level of the staff should also be consid-
ered. If this is a full staff survey, the instrument and the resulting
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document need to be understandable by all staff members. From the survey
data, decisions can be made about the document's format, frequency, bud-
get, information gathering system (building reporter network), and the
distribution.

.];e internal publication program will need to be evaluated. In-
cluded in this process might be a periodic re-survey of the staff. In
this way the program can be fine tuned to best meet the needs of the
staff it serves.

-r;e internal publications department should be staffed by
well-qualified full- or part-time personnel who are directly responsible
for the publication. Their education and experience should be based in
publications and journalism. Included among the staff must be one person
with whom rests the final authority for approval of published material.
If these points are all taken into consideration, a strong, effective in-
ternal communications program can be established and maintained.
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APPENDIX A

Conference Program
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C OMMUNICATION :

A Tool for School Improvement

- Regional Conference
JUNE 22-24 1982
AusTiN, TEXAS
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PURPOSE

The gener:1 purpose of this confarence is to explore positive approaches
to School Public Relations.

OBJECTIVES

o to increase awareness of the School Climate program as one
means of accentuating the positive

¢ to provide various approaches and information to enhance
externsl commuriication - both what goes out and what comes
in - for school improvement

e to provide information and strategies to facilitate
internal lines of communication for total school improve-

ment
SEDL REGIONAL EXCHANGE STAFF
Nancy Baker Jones Jan Johnson Keith
Project Coordinator Dissemination Specialist
John D. Westbrook Ginger Pfister
Dissemination Specialist Administrative Secretary
Martha L. Smith
Division/Project Director




COMMUNICATION: A TOOL FOR SCHOOL IMPROVEMENT
Agenda
Fifth Floor Conference Room E
Tuesday, June 22, 1982 - Positive School Climate

1:00 p.m. - 1:30 p.m. CONFERENCE ORIENTATION
5th Floor Conference Room

Jan Johnson Keith

Conference Coordinator

Regional Exchange Project

Southwest Educational Development Laboratory

WELCOME
Preston C. Kronkosky

Executive Director
Southwest Educational Development Laboratory

Martha L. Smith

Division/Project Director
Southwest Educational Development Laboratory

1:30 p.m. - 2:15 p.m. KEYNOTE ADDRESS

“Good Public Relations: A Positive Approach”

Bonnie E1lison

Public Information Director
Northside I.S.D.

San Antonio, Texas

2:30 p.m. BREAK

4:30 p.m. SESSION I:
"Schocl Climate”

2:15 p.m.
2:30 p.m.

Barbara Case

Assistant Principal
Nimitz Junior High School
Tulsa, Oklahoma

4:30 p.m. - 5:00 p.m. CASE STUDY: New Mexico School Climate League

Richard G. Lindahl
Office of Juvenile Justice Programs

Santa Fe, New Mexico

5:00 p.m. ADJOURN: DINNER ON YOUR OWN
(see our list of favorites)
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Wednesday, June 23, 1982 - External Communication

8:30 a.m. - 9:00 a.m.

9:00 a.m. - 9:45 a.m.

9:45 a.m. - 10:00 a.m.
10:00 a.m. - 11:30 a.m.

11:30 a.m. - 1:00 p.m.

1:00 p.m. - 2:30 p.m.
(2nd Floor Board Room)

(2nd Floor Training Room)

2:30 p.m. - 2:45 p.m.
2:45 p.m. - 4.15 p.m.

4:15 p.m. - 4:30 p.m.
(5th Floor Conference Room)

COFFEE AND JUICE - S5th Floor Confe ‘ence Room

KEYNOTE ADDRESS
"Getting Your Message to the Public"

Larry Ascough
Associate Superintendent - Communications
Dallas I.S.D.
Dallas, Texas

BREAK

SESSION I1
“Working with the Media"

Rodney Davis

Press Officer
Dallas I.S.D.
Dallas, Texas

LUNCH

SESSION III-A (repeated at 2:45 p.m.)

"Involving Total Staff “or Good P.R."
Bonnie Ellison

Public Information Director

Northside 1.S.D.

San Antonio, Texas

SESSION III-B (repeated at 2:45 p.m.)
Larry Ascough

Associate Superintendent - Communications

Dallas I.S.D.
Dallas, Texas

BREAK
REPEAT SESSIONS
WRAP-UP FOR DAY 2

DINNER ON YOUR OWN



Thursday, June 24, 1982 - Internal Communication
8:00 a.m. - 8:30 a.m. COFFEE AND JUICE - 5th Floor Conference Room

8:30 a.m. - 9:15 a.m. KEYNOTE ADDRESS:
"1 Have Met the Enemy and They Is us"

Barbara Kudlacek

Director of Public Information
Topeka Public Schools

Topeka, Kansas

9:15 a.m. - 10:30 a.m. SESSION IV-A (repeated at 10:45 a.m.)
“Strategies for Improving Internal Lines
of Communication®

Barbara Kudlaces
Topeka Public Schools
Topeka, Kansas

(2nd Floor Training Room) SESSION IV-B (repeated at 10:45 a.m.)
“Internal Publications”

Mary 0'Neill

Office of Communications
Ft. Worth I.S.D.

Ft. Worth, Texas

10:30 a.m. ~ 10:45 a.m. BREAK
10:45 a.m. - 12:15 p.m. REPEAT SESSIONS
12:15 p.m. - 12:30 p.m. CONFERENCE WRAP-UP

(5th Floor Conference Room) Reimbursement Procedures

GOOD-BYE! GOOD TRIP!

ERIC

Full Tt Provided by ERIC.



PARTICIPANT LIST

“Communication: A Tool for School Improvement®
June 22-24, 1982

ARKANSAS

Sherry L. Abbott
Director, Informational Services

Pulaski County Special School District

5601 Dreher Lane, #85
Little Rock, AR 72209
501-490-2000, ext. 203

Carol J. Cannedy

Director, Informational Services
Texarkana Public Schools

3027 Senator

Texarkana, AR 75502
501-772-5464

LOUISIANA

Barbara Abshire

Dissemination Specialist
State Department of Education
4165 Sarasota

Baton Rouge, LA 70814
504-342-1155

Cathe Bedard

Louisiana Dissemination Network
Research & Development

611 Chippenham Drive

Baton Rouge, LA 70808

504-342-1154

Bonnie Moore

Bureau of Public Information
State Department of Education
P.0. Box 44064

Baton Rouge, LA 70804
1-800-272-9872

Mary Laurie

Information Office

State Department of Education
623 W. 14th Street

Little Rock, AR 72202
601-371-1563

Dianne Woodruff

Communication Supervisor
State Department of Education
1800 Gaines Street

Little Rock, AR 72206
501-371-1563

Yvonne Warner

Director of Community Education
Quachita Parrish Schools

100 Bry Street

Monroe, LA 71202

318-388-2711

Sue F. Wilson

Assistant Director, Dissemination
Department of Education

P.0. Box 44064

Baton Rouge, LA 70804
504-342-1155



MISSISSIPFI

Bi1l Griffin

Director, Office of Public Information
Hattiesburg Public Schools

108 Southview Drive

Hattiesburg, MS 39401

601-583-3558

Jack Lynch

Coordinator

Communication Services

State Department of Education
2433 Oak Grove Lane

Jackson, MS 39212
601-583-3558

NEW MEXICO

Nina Bradshaw

Assistant Supervisor

Home Economics

State Department of Education
Education Building

Santa Fe, NM 87501
505-827-3151

Richard G. Lindahl

Office of Juvenile Justice Programs
113 Washington Avenue

Santa Fe, NM 87501

505-827-5222

OKLAHOMA

Jack Craddock -
Administrator, Communications Section
Oklahoma Department of Education

2500 North Lincoln

Oklahoma City, OK 73105

405-521-3331

Gerald F. Dickerson
Superintendent

Bethany Public Schools
8904 Mustang Road, N.E.
Piedmont, 0K 73078
405-789-3801

Danny Mitchell

P.R. Officer

Jackson Public Schools
47 Stonegate

Brandon, MS 39042
601-353-5207

N. F. Smith

Assistant State Superintendent
P.0. Box 97

Decatur, MS 39327
601-635-2317

Michael J. May

Coordinator

Inservice & Technical Assistance
State Department of Education
Education Building

Santa Fe, NM 87501

505-827-5391

Reuben Valdez

Director of Public Information
Albuquerque Public Schools
P.0. Box 25704

Albuquerque, NM 87125
505-842-3606

Howard Johnson

Director, Adult & Community
Education

Lawton Public Schools

5642 Beechwood Nr., NW

Lawton, OK 73505

405-355-7727

Bonnie McDonald

Information Representative
State Department of Education
11804 Barton Drive

Oklahoma City, OK 73105
405-521-3331



TEXAS

Lorraine Bonner
Communications Supervisor
Ector County I.S.D.

1603 N. Washington
Odessa, TX 79761
915-332-9151

Sharon Paschall

Tahoka 1.S.D., 0'Donnell 1.S.D.,
Wilson I1.S.D.

5536 First Place

Lubbock, TX 79416

806-797-3840

Debra Tiffee

Director of Public Information
Kingsville I.S.D.

Rt. 1, Box 477

Kingsville, TX 78363
512-592-3387

E. Ann Walston

Coordinator of Public Informa-
tion, Coomunication & Media

Hallsville I.S.D.

P.0. Box 22

Hallsville, TX 75650

214-668-2614

Marj Wightman

Director, Communication Services
Texas Education Agency

201 E. 11th Street

Austin, TX 78701

512-475-5601



Larry Ascough

Associate Superintendent
for Communications

Dallas I.S.D.

3700 Ross Avenue

Dallas, TX 75204

214-824-1620

Barbara Case
Assistant Principal
Nimitz Junior High
311 E. 56th Street
Tulsa, 0K 74105
918-749-.1719

Rodney Davis
Press Officer
Dallas I.S.D.
3700 Ross Avenue
Dallas, TX 75204

PRESENTERS

Bonnie Ellison

Public Information Director
Northside I1.S.D.

5900 Evers Road

San Antonio, TX 78238
512-435-9735

Barbara Kudlacek

Assistant Superintendent for
Communications

Topeka Public Schools

624 S.W. 24th Street

Topeka, KS

913-233-0313

Mary O'Neil}l
Communications Specialist
Fort Worth I.S.D.

3210 W. Lancaster

Fort Worth, TX 76107
817-336-8311
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APPENDIX B

Evaluation Summary
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1. I represent my 14 SEA 1 1IEA 10 LEA _ HEA 1 OQther

2. O I am a teacher.
10 I train teachers.
O I train those who train teachers.
160 I have more administrative responsibilities than training responsibilities.

120 Other  (see next page)

3. This conference will assist me ia:

0 teaching.
120 conducting iiservice.
70 training others to conduct inservice.

170 other __(See next page)

4. The program objectives were:
well defined 5 4 3 2 1 vague
17 7 1
5. The program objecti:ves were attained

fully 5 4 3 2 1 notat all
ls 9

6. The program climate promoted freedom of expression.

agree 5 4 3 2 1 disagree
20 2 3

7. The program format facilitated learning.

agree 5 4 3 2 1 disagree
19 5 1

8. The information provided at the conference is applicable to my work.

just what I need 5 4 3 2 1  useless
14 8 1 2

9. The amount of information provided at the conference was:
0 too much 250 sufficient g0 insufficient

10. The information provided at the conference was:
0O too complex 250 appropriate O too simple

17. The time allowed to cover the material at this conference was:
O too much 250 sufficient 0 insufficient

(over)
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12.

13.

14,

15,

16.

17.

18.

19.

The time allowed to ask questions was:
O too much 230 sufficient O insufficient

I recommend this conference to others.
strongly agree 5 4 3 2 1 strongly disagree
19 5 1
I would 1ike a follow-up conference on this subject in my state.
strongly agree 5 4 3 2 1 strongly disagree
15 4 2 1 1

If you would 1ike a follow-up conference on this subject in your state, please
give the name, agency/office, and telephone number of the person with whom the
SEDL/RX should be in touch for further discussion. (No commitment on your
agency's part will be implied.)

legartiaipants provided names of contact people

I plan to share information gained in this conference with
pants provided 15 names, plus categories of p

state departments of education, LEAs, inservice loyee grou S .
{name) (title) (agency;

units, and "everyone”

1 want more information about (See _next paqe)

The purpose of the Regional Exchange is to (See next page)

Comments: (See next page)

The Regional Exchange 1s one of eight projects nationwide, funded by the
National Institute of Education to disseminate the resvlts of educational
research to practitioners. Contact the Regional Exchange at: Southwest
Educational Development Laboratory, 211 East 7th Street, Austin, Texas

78701.
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17.

18.

Written Comments

Other duties:

Press secretary to state superintendent

PR

Public information

Cos mnications

Dissemination

PR & Media

Assistant director for dissemination - train SDE staff, LEA personnel
PR/Comm/Dissem.

Communications (2 participants responded with this answer)

Juvenile Justice -~ Corrections

Other areas in which conference will assist:

Establishing public relations field contracts & obtaining practical
suggestions

School P.R. work

Work more effectively in planning with my colleagues

Improving the communication program of my district

Communications program

Carrying out job responsibilities

Revising communications program to meet actual needs

Implementing better ideas for comwunication

PR related work

Notivating coworkers

Bringing ideas for better internal & external communication to the SDE

Improve internal & external comwunications

Public relations

Improving the school climate process in New Mexico

I want more information about:

Internal publications (pamphlets, brochures); PR associations

what the SEDL does

How to contract with presenters, etc.

Securing speakers for a regional conference

I have to digest what I have first. Will follow-up on additional info.
needed ,

School climate in Tulsa (Barbara Case)

The purpose of the Regional Exchange is to:

Disseminate information in a practical manner to education specialists
Disseminate educational information

Digseminate information (2 participants responded with this answer)
Facilitate communications, improve programs

Disseminate the results of educaticnal research to practitioners

Share ideas & communicate

Share R&D

Share ideas

Assist states in inservice responsibilities in technical assistance
Facilitate professional growth



19.

Comments:

A very good conference.

I like idea of multi-state meetings to exchange information, ideas, etc.
This was an excellent workshop. My enthusiasm lias been renewed.

Bonnie Ellison's first session was a total waste of time; however, her
small workshop was good. Barbara Case was excellent and tkh : was totally
new info. to me. Richard Lindahl was dull and unfortunately late in the
day also. Larry was funny but not too informative. Barbara Kudlacek
was excellent as was Mary O'Neill. Rodney Davis was informative. Aall
in all, I really enjoyed it and learned. The atmosphere for learning
you established was excellent.

Excellent conference - well planned and presented. Keyed to needs of
participants.

Regicnal Exchange bas been one of the most useful systems yet devised
for use of federal funds to assist LEA's in their professional growth!

Great conference.
Excellent conference -~ really enioyed it.

Making top level management aware of communication needs via a conference
like this would be invaluable.

Presenters were excellent--I really appreciate the opportunity to share
ideas and solutions.

I learned more in these 2% days 'n many other workshops over the past
2 years combined. Would love ti end other similar workshops.

Session was well arranged in all nects. I was impraessed with contenat,
quality of information presented

I really enjoyed and learned a gre. deal these past few days. AS a new
"gquy” on the public relations teaw, I find this workshop to have been an
invaluable <xperience.

Need job-like session (district sizel.

Great!!

I enjoyed all sessions--especially those with hand-on materials.

Good facilities; hotel accommodations good; format could have allowed
more time to interact with persons from the same state during conference
hours (would have been helpful for me). Great group from SEDL!

All presenters were excellent, knowledgeable, prepared.

The school climate presentation by Barbara Case (Tulsa) was excellent, &

I hope to use her in workshops in New Mexico. The Mississippi people ex-
pressed interest in initiating school climate in their state.
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211 E. Seventh Steet
Austin, Texas 78701
512/476-6861

The Regional Exchange at Southwest Educational Development Laboratory (SEDL/RX) is one of
eight regional exchanges and four central support services which comprise the Research &
Development Exchange (RDx) supported by the National Institute of Education. The RDx,
begun in October 1976, has four broad goals:

. To promote coordination among dissemination and school improvement
progr ams. :

. To pramote the use of RZD outcomes that support dissemination and
school improvement efforts.

. To provide information, technical assistance, and/or training which
support dissemination and school improvement efforts.

. To increase shared understanding and use of information about
client needs to order to influence R&D outcomes.

The regional exchanges in the RDx act as extended "arms” of the network, each servinq
set of states which make up their region. The eight regional exchanges (known as RX

are:

a
s)

AEL /RX Appalachia Educational Laboratory, Charleston WV

CEMREL/RX  CEMREL, Inc., St. Louis MO

McREL /RX Mid-Continent Regional Educational Laboratory, Kansas City KS

NE/RX Northeast Regfonal Exchange, Merimack Education Center,
Chelmsford MA

NWREL/RX Northwest Regional Educational Laboratory, Portland OR

RBS/RX Research for Better Schools, Philadelphia PA

SEDL/RX Southwest Educational Development Laboratory, Austin TX

SWRL/RX Southwest Regional Laboratory, Los Alamitos CA

The four central support services, which serve the entire RDx in their respective areas of
expertise, are:

RDIS Research & Development Interpretation Services, CEMREL, Inc.

. RRS Research & Referral Service, Ohic State University, Columbus OH
. SS§ System Support Service, Far West Laboratory, San Francisco CA
. DSS Dissemination Support Service, Northwest Regional Laboratory

The SEDL Regional Exchange (SEDL/RX) provides information and technical assistance
services to the six states in its region. It directly serves and is guided by an Advisory
Board composed of designated SEA and OSRR VI participants. For further information
contact the Advisory Board member from your State Department of Education, the OSRR VI, or
the Director of the SEDL/RX, Dr. Martha L. Smith. The Advisory Board members are:

. Arkansas Sara Murphy 501/370-5036
. Louisfana Sue Wilson 504/342-4268
. Mississippi Clyde Hatten 601/354-7329
. New Mexico Alan Morgan 505/827-5441
. Oklahoma Jack Craddock 405/521-3331
. Texas Marj Wightman 512/475-5601
. OSRR VI Sam Miguel 214/767-3711

Southwest Educational Development Laboratory
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